o0 @
i‘l MOLINA

Medicaid Solutions

Medicaid Management Information Systems

Maine Integrated Health Management Solution
Health PAS Online: Patient Roster User Guide

Date of Publication: 03/30/2016
Document Number: UMO00039
Version: 3.0




Maine Integrated Health Management Solution
HealthPAS Online: Patient Roster User Guide

Revision History

Version Date Author Action/Summary of Changes Status
0.1 03/29/2010 |K. Weaver / Created original / Quality Draft
Maria Smith Assurance
0.2 09/02/2010 |R.J. Roy/ Updated based on system design |Draft
Maria Smith and functionality; incorporated
Molina name and logo.
Updated based on comments
received from the State
0.3 09/22/2010 |R.J. Roy Prep for final State review. Draft
1.0 10/03/2010 ([Maria Smith Finalized after receiving State Final
acceptance on 10/03/2010.
1.1 03/12/2014 |Darcy Casey Updates per CR33670, revisions to |Draft
wording
1.2 04/16/2014 |Darcy Casey Updates per State comment log Draft
v1.1 dated 4/9/2014
2.0 05/06/2014 |Darcy Casey Finalization per State acceptance |[Final
email dated 05/05/2014
2.1 1/15/2016 |James Bohn Updating screenshots and verbiage | Draft
to reflect Health PAS-OnLine 2.0 —
up to date as of 1/15/2016
2.1 03/16/2016 |Darcy Casey Document has been reviewed by  |Draft
the work stream team. QA review,
prep for formal submission to the
State. ACA changes were made to
Figure 4-1 and section 4.
3.0 03/30/2016 |Darcy Casey Finalization per State approval Final

email dated 03/30/2016

MHP_PatientRoster_User_Guide_v3.0_20160330.doc
Last updated: 03/30/2016

Page i




Maine Integrated Health Management Solution
HealthPAS Online: Patient Roster User Guide

Usage Information

Documents published herein are furnished “As Is.” There are no expressed or implied warranties. The
content of this document herein is subject to change without notice.

HIPAA Notice

This Maine Health PAS-Online portal is for the use of authorized users only. Users of this Maine

Health PAS-Online portal may have access to protected, personally identifiable health data. As such, this
Maine Health PAS-Online portal and its data are subject to the privacy and security regulations within the
Health Insurance Portability and Accountability Act of 1996, Public Law 104-191 (HIPAA).

By accessing this Maine Health PAS-Online portal, all users agree to protect the privacy and security of
the data contained within as required by law. Access to information on this site is only allowed for
necessary business reasons and is restricted to those persons with a valid user name and password.
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1. Introduction

The MIHMS Health PAS Online Portal enables health care providers to create a custom patient roster to
facilitate the submission of claims, eligibility requests, referrals, prior authorizations, and certifications
for MaineCare members that are frequently seen by the provider.

2. Information You Will Need

Before you begin creating a Patient Roster, you should gather all of the information you will need to enter
during each step. It will be useful to have the following information on hand:

e MaineCare Member ID
e Member Name
e Member birth date and/or Member SSN

3. System Requirements

To successfully use all features of the Health PAS Online portal, ensure that your computer system meets
the following minimum requirements:

e Reliable online connection

o \Web browser- The latest version of Microsoft Internet Explorer is recommended. As versions of
Internet Explorer become available it is recommended that these versions are used.

e Adobe Acrobat Reader

4. Form Entry: Patient Roster

To begin the process of building a patient roster, click the View Patient Roster link located under the
Form Entry category on the portal links as shown in Figure 4-1 below. After you click the link, the Patient
Roster screen is displayed.

Home Account Maintenance v = File Exchange v = Provider Directory = MaineCare Information v = Surveys v  Contact Us

e g -——— e g L g v P Lo g g Lo 2 O

W 57 B el | X I e Y

View & Submit View & Submit View & Submit Verify Member View Patient View PCP View Payment View & Submit NDC-J-Code
Authorizations Claims Certification Eligibility Roster Roster Detail Referrals Lookup

Figure 4-1: Selecting View Patient Roster in Form Entry

4.1 Patient Roster — Adding/Deleting Members
Use the steps below to add a new member to the custom roster:

1. If there is more than one Billing Provider associated with the Trading Partner ID, click the drop-
down menu to select the proper Billing Provider from the pre-determined list.

2. Click the Add New Member link as shown in Figure 4-2 below to display the Patient Roster—
Find Member screen. This screen is a member search screen as shown in Figure 4-3 below.
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Figure 4-2: Patient Roster

3. Enter member search criteria. Two of the four available search criteria fields must be filled for a
successful member search:

o Member ID
o Name (Last and First)
o Date of Birth
o Social Security Number
Additional details on entering search criteria for the member search:
e The Last Name and First Name count as one search criterion.

o On the search screen, enter the Last Name in the first field and the First Name in
the second field.

o Names must match exactly for the first five (5) letters of the last name and the
first three (3) letters of the first name.

HINT: If no match is found, try less criteria. For example: Kaitlyn Jones-Davis could be entered as
Jones for the last name and Kai as the first name. Alternatively, do not use the name criteria, but
MaineCare ID and Date of Birth.

e The Date of Birth must be entered in the MM/DD/CCYY format.
o For example, February 14", 2008 would be entered as <02/14/2008”.
e The Social Security Number should be entered without any dashes.
4. Select the Submit button to perform your search.

a. To start your search over, select the Reset button to clear all the values entered in the
Find Member search fields.

5. The search results are returned under the Find Member search fields. The results will include a
list of all the members that meet the search criteria. It will display their Name, Member ID,
Effective Date, and Expiration Date.

a. If your search returns multiple results, select the correct member by clicking the
checkbox in front of that member’s name as shown in Figure 4-3 below.

6. Select the Add to Roster button to add the member(s) to the roster.
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Find Member

—
Memberto:[ / Last Name
Name (Last and First): E And:
Clickto Date of Birth:
MSEEH"%%I' Social Security Number; [$3-s s
' Clickto
A[ﬂ Submit Reset
g Member ||
Last Name First Name Member ID Effective Date
" /

&dd ta Roster Cancel

—
/ First Name

Expiration Date

Figure 4-3: Member Search

To remove a member from the custom Patient Roster, click the recycle bin next to the member as shown

in Figure 4-4 below.

Last Name First Name Mombeor 1D Hloctive Date

ele < 4

N O DITYD

Expiration Date

Figure 4-4: Remove from Roster

4.2 Patient Roster Functions

From the Patient Roster screen, the following administrative functions are available:

o View Member Information
e Patient Roster Search

e Submit Claim

o Verify Eligibility

e Submit Referral

e  Submit Prior Authorization

e Submit Certification

4.2.1 Patient Roster Function — View Member Information

The View Member Information function allows providers to view demographic and enrollment
information for a specific member. To access the View Member Information function, select the
hyperlink under the member’s last name. This action will populate the Member Information screen, as

shown in Figure 4-5 below.
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Back to Patient Roster
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Enroliment information
Health Plan ID:
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Enrollment Term Date:

Subait Refernal Submit Auihorization

| Suibmnitt Clasm | Verity Elgibility

Figure 4-5: View Member Information

4.2.2 Patient Roster Function— Member Search

The Patient Roster search function allows the provider to execute a search against the custom roster list
to find a specific member. To access the search function, select the Search button (location shown in
Figure 4-2 in section 4.1 above). This action will populate the screen with the member search option, as

shown in Figure 4-6 below.

Pathent Roster Add New Momber Prind List Export to Excel

The Search feature enables you to locate a specific patient or group of patients, As you enter characters, a list of potential matches

Find: oK display. Select the desired option and press the <Enter> key or select the OK button. You may search on all or a portion of the last or
first name; the last and first name (separated by a Space or Comma), or Medicaid 1D,

Last Name First Name Date of Birth Member ID

it Claim Verity Elgitaisty it Refersa

Figure 4-6: Member Search

Begin by typing characters into the search field. As you type, a list of potential matches will display.
Select the desired option and click OK. You may search on all or a portion of the last or first name, the
last and first name (separated by a space or comma), or Medicaid ID.
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4.2.3 Patient Roster Function— Claims Submission

The Patient Roster Claims Submission function allows the provider to submit a claim for a specified
member on the roster. To access the claims submission function, follow the steps below.

1. Select the specific member from the Patient Roster list by clicking on the radio button next to the

appropriate member name as shown in Figure 4-7 below. This action will activate the buttons at the
bottom of the screen.

Pationt Rodter

A Bews Member
) Click to
et Select |
) Member .
LR .

s

//_ldﬂ  Hame

= i

Puimt List Expoat to Excel

First Name Date of Birth Member ID

Suilbsmnit Claimy

Verify Eligabiliy Submit Refernal Sarbumit Authecd ization Subsmift Certification

Figure 4-7: Patient Roster

2. Select the Submit Claim button to navigate to the Claim Type selection screen as shown in Figure
4-8 below. Select the correct claim type, then select Submit to initiate the claim submission process.

To continue with, select a claim type and click the Submit button.

Claim Type

Select a Claim Type: & Professional ¢ Dental ¢ Institutional

Submit

Cancel

Figure 4-8: Select Claim Type

For step by step instructions on the claim submission process, go to MIHMS Health PAS Online Portal>
Provider Tab> MyHealth PAS User Guides and select the appropriate document for your submission
type.

4.2.4 Patient Roster Function— Eligibility Verification

The Patient Roster Verify Eligibility function allows providers to verify the eligibility for a specified
member on the roster. To access the eligibility verification function, follow the steps below.

1. Select the specific member from the Patient Roster list by clicking on the radio button next to the

appropriate member as shown in Figure 4-9 below. This action will activate the buttons at the bottom
of the screen.

Patiart Roiter

Sd Mew Member
) Click to

ebrch Select ‘

. Member o

N "
%ﬂ.’iﬂ i3

o i

First Mame:

Puini Lisi

Subiidt Clam

Vel ity Eligasilty

Empoai to Encel

Date of Birth Member 1D

Subimiit Refennal

Sl Authec izZation

Sulbamit Certllication

Figure 4-9: Patient Roster
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2. Select the Verify Eligibility button to navigate to the Eligibility Verification screen as shown in
Figure 4-10 below.

Yo Are Here: Bigh@ty Verification

for the serdce rendered.

Member
M Date of Birth Mupeiibir WY L
Erigibitity Inquiry
Dates of Serdce B4
From * @ 10032013 = To* @ 1052013 =
© Procedure Codes/Sendce Codes
Enter & maximum of 10 Procedure Codes or Sendoe Codes separated by & comma or space
| £
Srabmit L e Werdication

Eligibility Inquiry verifies whether & member was elfigible for a Medicaid prograes on the dateis] of serdce subsitied in the request, This information does not guarantee eligibility or payment

Figure 4-10: Eligibility Verification

For step by step instructions on the eligibility verification process go to MIHMS Health PAS Online
Portal> Provider Tab> MyHealth PAS User Guides> MHP Eligibility Verification User Guide.

4.2.5 Patient Roster Function— Submit Referral

The Patient Roster Referral function allows a provider who is a part of the Primary Case Management
Program (PCCM) to submit a referral for a specified member on the roster. To access the submit referral

function, follow the steps below.

1. Select the specific member from the Patient Roster list by clicking on the radio button next to the

appropriate member as shown in Figure 4-11 below. This action will activate the buttons at the
bottom of the screen.

Pablart Roster

%1 Hamse

o i

Subiiit €l

o Member
N Clickto
saich Select
Member
LB C o K

First Hams

Vel ity Eligsility

Exposito Excel

Date of Birth Member |0

Sulbiiit Ref &nn sl

Subamit Authecr ization

Sulbamnit Certllication

Figure 4-11: Patient Roster
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2. Select the Submit Referral button to navigate to the Submit Referral- Referral Details screen as
shown in Figure 4-12 below.

Woul Are Here: Sutssst Referral - Referral Detats

Enter information in the fields provided below and click the Submit buttan

L S T
e
Date of Barth
Membser I

Redarral Information

Referral Type ':I -
Referral Reason * @ | =l
Pay b/ Bilng Provider &

Referred Fram Provider * : [ =]

start Date : [103/2013
L] [}lale:lh".'.‘.'DJ.CC"\"r' Wisits [Units ©

Referrad To Provider

Referred To Provider or Group * @ F |

Figure 4-12: Referral Submission

For step by step instructions on the referral submission process go to the MIHMS Health PAS Online
Portal> Provider Tab> MyHealth PAS User Guides> MHP Referral User Guide.

4.2.6 Patient Roster Function — Submit Authorization

The Patient Roster Submit Authorization function allows the provider to submit a prior authorization for
a specified member on the roster. To access the submit prior authorization function, follow the steps
below.

1. Select the specific member from the Patient Roster list by clicking on the radio button next to the
appropriate member as shown in Figure 4-13 below. This action will activate the buttons at the
bottom of the screen.

Patieri Rodter A Haw Member Fuimni List Ewpoai fo Excel
.| ciickto
12 Select
Member
LB W R%T "

%I Hame First Hame Date of Birth Member D

= L]

Submit Claim Wer ity Eligability Submit Refernal Suibimdt Aukheor iz ation Subimit Cetification

Figure 4-13: Patient Roster
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2. Select the Submit Authorization button to navigate to the Submit Prior Authorization—
Authorization Detail screen as shown in Figure 4-14 below.

You dre Here: Sutssiit Prior Acthorimtion -- Authorimtion Detal

ST T

Faime:
Dt of Birth:
Member D¢

At Tation il oriation
Pay o/ Bimng Provier:
Reguesting Provider ™ © [ j
Requested length of rtay s
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End Date™ @

Reangering Frovider or Grou:

Fay Toy Billing Frovides = j

Hagnosts

£

| bear  |tode | pescription |
o U |
farvices

=

| [saan [eese [Pescriprion [ocsriar . . s |

M b Infarmatisn
M2 A I TION

Tyoe © aors dasagsr Acchdem Date:

F Emgioyment I weeatiganice Reguired
Lol

Sobes

Bl
J /|

Fubmlt Zanoel

Figure 4-14: Prior Authorization Submission

For step by step instructions on submitting a Prior Authorization, go to the MIHMS Health PAS Online
Portal> Provider Tab> MyHealth PAS User Guides> MHP Prior Authorization User Guide.
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4.2.7 Patient Roster Function — Submit Certification

The Patient Roster Submit Certification function allows the provider to submit a certification for a
specified member on the roster. A certification is similar to a prior authorization (PA), but does not need
to go through the prior approval process before services are rendered. Home Health services are an
example of a service for which a certification is required instead of a PA. To submit certifications,
follow the steps below.

1. Select the specific member from the Patient Roster list by clicking on the radio button next to the
appropriate member as shown in Figure 4-15 below. This action will activate the buttons at the
bottom of the screen.

Pakiorl Rodte

F ud jid Haw Member
| Clickto
e Select
Member
m

B 1 .
/ Last Mams First Mams Date of Birth Mamber ID

= i

Frint List Expoat to Excel

Subsnit Claim Werity Eligasility Submit Refeasl Saibimt Autheos ization Submnit Certillcation

Figure 4-15: Patient Roster
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2. Select the Submit Certification button to navigate to the Submit Certification— Certification
Detail screen as shown in Figure 4-16 below.
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Figure 4-16: Certification Submission

3. All required fields are marked with a red asterisk. To submit a certification, complete all required
fields and click the Submit button. To cancel, click Cancel.
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